
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. 

Page 1 of 4 
Agency 

Cecil County Government 
Division/Unit 

Economic Development 

Item 
No. 

Description Retention 

GENERAL ECONOMIC DEVELOPMENT RECORDS 
This series includes general economic development records, 
financial records, plans and studies, business files, correspondence 
and meeting minutes. 

Changes in records format will not necessarily require revision of 
the retention schedule. However, should the scope or content of a 
records series be altered, the schedule may be amended to reflect 
such changes. \ 

Each agency will use all or some of the following records which 
are governed by the indicated retention period: 

Financial Records 
A. Internal Revenue Bond Financing Files 
B. Grants Received 

C. Annual Reports (Bond Rating Report in Recent Years) 

D. Grants' for Economic Development Office 

Retain for seven (7) years then 
destroy 

Scan original and verify image. 
Retain hard and imaged copies 
permanently and transfer hard 
and image copies to Archives 
every ten (10) years. 

Retain hard copy until scanned 
and image verified then destroy 
hard copy. Retain imaged copy 
for ten (10) years from the end 
of the fiscal year the file was 
closed then destroy. 

jSchedule Approved by Department, Agency, 
pr Division Representative: 
Date 

Signature 

I ^ 
Typed Name 

Title IT & Records Retention Director 

Scott Mesneak 

Schedule Authorized by State Archivist 

Date H A / W \ J A X 6 IV 

Signature 

DGS 550-1 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. CHI 0} 

Page 2 of 4 

Agency 
Cecil County Government 

Division/Unit 
Economic Development 

Item 
No. 

Description Retention 

E. Revolving Loan Fund Individual Files 

Plans, Studies, and Related Files 
A. Adjoining Jurisdictions Info. 
B. Clean Air Act from the Early 90s 

C. Community Development Block Grant Files 

D. Brownfields File 
E. Economic Development Strategic Plan 
F. Studies and/or Plans 
G. Route 40 Beautification 
H. Special Taxing District 

I. MD Horse Park Proposal 

Cecil County Business Files 
A. Enterprise Zone File 

Retain hard copy until 
scanned and image verified 
then destroy hard copy. 
Retain imaged copy for five 
(5) years after the loan is paid 
off then destroy. 

Destroy immediately. 

Retain for seven (7) years 
then destroy. 

Scan original and verify 
image. Retain hard and 
imaged copies permanently 
and transfer hard and image 
copies to Archives every ten 
(10) years. 

Retain hard copy until 
scanned and image verified 
then destroy hard copy. 
Retain imaged copy for ten 
(10) years from the end of the 
fiscal year the file was closed 
then destroy. 

Scan original and verify 
image. Retain hard and 
imaged copies permanently 
and transfer hard and image 
copies to Archives every ten 
(10) years. 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 0111*7 

Page 3 of 

Agency 
Cecil County Government 

Division/Unit 
Economic Development 

Item 
No. 

Description Retention 

B. Cecil County Business Files (Closed Businesses) 
C. Cecil County Business Files (Currently Operating) 

D. Fast Track File 

E. Base Realignment and Closure Act (BRAC) Action Plan 

F. Baihbridge 

G. Vehicle File 

H. Advertising Contract 

Retain hard copy until 
scanned and image verified 
then destroy hard copy. 
Retain imaged copy as long 
as business operates here and 
for ten (10) years after the 
business was closed then 
destroy. 

Retain hard copy until 
scanned and image verified 
then destroy hard copy. 
Retain imaged copy for three 
(3) years after building permit 
is issued and then destroy. 

Scan original and verify 
image. Retain hard and 
imaged copies permanently 
and transfer hard and image 
copies to Archives every ten 
(10) years. 

Retain for two (2) years after 
project close and then 
destroy. 

Retain hard copy until 
scanned and image verified 
then destroy hard copy. 
Retain imaged copy for two 
(2) years after vehicle is 
disposed of and then destroy. 

Retain for three (3) years then 
destroy. 

DGS 550-1A 



DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. £ l U c j DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Page 4 of 4 

Agency Division/Unit 
Cecil County Government Economic Development 

Item 
No. 

Description Retention 

4 

5 

CORRESPONDENCE 
A. General Correspondence 
B. Economic Development Commission (EDC) 

Correspondence 
C. Prospect Correspondence 

D. BRAC Correspondence 

i 

E. Upper Shore Regional Council 

F. Transportation File 

G. Slots Correspondence and Legislation 

MEETING MINUTES 
A. EDC Minutes 

B. Revolving Loan Fund Minutes 

Screen annually & destroy 
material that is no longer needed 
for current business with the 
following exception: Transfer to 
the Maryland State Archive for 
permanent retention any material 
that serves to document the 
origin, development, & 
accomplishments of the office 
and has continuing 
administrative, fiscal, legal, or 
historical value. 

Retain hard copy until 
scanned and image verified 
then destroy hard copy. 
Retain imaged copy for ten 
(10) years from the end of the 
fiscal year the file was closed 
then destroy. 

Retain for three (3) years then 
destroy 

Retain for five (5) years then 
destroy 

Scan original and verify 
image. Retain hard and 
imaged copies permanently 
and transfer hard and image 
copies to Archives every ten 
(10) years. 

Permanent. Retain hard copy 
for ten (10) years, then 
transfer to archives for 
permanent retention. Retain 
image copy permanently and 
transfer to archives after ten 
(10) years. 

DGS 550-1A 



I J 32. 

Instructions - T y p e or Print a separate form for 

each new jor revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) , 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-793-1830 

A G E N C Y R E C O R D S I N V E N T O R Y Instructions - T y p e or Print a separate form for 

each new jor revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) , 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-793-1830 

PAGE 1 OF 1 

1. Department/Agency 

Economic Development 
•2. Division 3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title , 

Adjoining Jurisdictions Info 
S. Eariiest Year/Latest Year 

1991 t o 1997 

6. Recon 

Oldcc 
J Series Description (Briefly describe the.types of.informatloWdoaimehts/farfns found in the series. Include the purpose or function of the series.)-

)rrespondence and news-articles concerning economic development in adjoining states and counties. 

7. Recon 

• Letter 

• Legal 

• Audio 

• Bouh 

• Other 

1 Series Formats) List all 

Size • Mcrofilm 

Si2e • Computer Tape 

Tape • Floppy Disk 

B. Record Series Sequence 

• Alphabetical 

0 Numerical 

0 Chronological 

0 Geographical 

• Other (soecifvi 

Keyword Lookup, 

9. Volume 

• File.Drawees) 

• Microfilm Reel(s) 

n Onmnurpr Tanpf«;1 
Number 

• Other (soecifv) 

7. Recon 

• Letter 

• Legal 

• Audio 

• Bouh 

• Other 

Book • Video Tape. 

(Specify) 

B. Record Series Sequence 

• Alphabetical 

0 Numerical 

0 Chronological 

0 Geographical 

• Other (soecifvi 

Keyword Lookup, 

10. Annual Accumulation 

• File Drawees) 

• Microfilm Reel(s) 

D Computer TapersV 
Number 

• Other (specify) 
11. F 

• C 

le Is Used 

Sally • Weekly. • Monthly. a 

Never 

Annually 

12. File Becomes Inactive After 

n ^ a n Mnnrhfsl n. Yearfsl 
Number 

13. Curr 

Econo 
snt Location(s) (Bldg.. Floor, Room)' 

mic Development Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify.agency or office.) 

• Yes i No 

15. / ccess Restrictions (if Y es, cite Law(s) & RegularJon(s) 

• Yes • No 

•16. Audit Requirements 

• None • State • Federal • Independent 

17. s an Index System used? If yes,.explain briefly and d'escr 

a Yes • No 

be requirements .18. Recommended Retention 

Destroy immediately. 

19. Nan-e and Title of Preparer 

Scott Mesneak 
IT & Records Retention Direc tor 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DOS 55D-4 (Rev. 1/9:3) ! 



"2L 

Instructions - T y p e or Print a separate form for 

each newjor revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box.275 

Jessup, Maryland 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

1 1 
PAGE ' OF ' 

1. Department/Agency 

Economic Development 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
<t. Record Series Title 

Advertising Contract 
5. Earliest Year/Latest Year 

2 0 0 7 t o 2 0 1 0 

8. Record Series Description (Briefly describe trie types of Inforn^tton/doroirnents/forrns found in the series. Include the purpose or function of the series.) 

All advertising contracts established 

7. Record Series F'ormat(s) List all 

• Letter Size • Mcrofilm 

O Legal Size • Computer Tape 

• Audio Tape • Floppy Disk 

• Bound Bool* • video Tape, 

• Other (specify) 

0. Record Series Sequence. 

• Alphabetical 

P Numerical 

• Chronological 

• Geographical 

• Other (specify) 

Keyword Lookup 

O File.Drawerfs) 

• fvicrofilm Reel(s) 

• Computer Tape (s) 

• Other (specify) 

10. Annual Accumulation 

D File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

n . File is Used 

• Daily • Weekly. • Monthly • Annually 

12. File Becomes Inactive After 

3 
Number 

13. Current Location(s) (Bldg., Floor, Room) 

Economic Development Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

O Yes i No 

15. Access Restrictions (IfYes, cite lawfs) & Regulatlon(s) 

a Yes f) No 

16. Audit Requirements 

• None a State o Federal • Independent 

17. Is an Index,System used? If yes, explain briefly and describe requirements 

• Yes • No 

IB. Recommended Retention 

Retain for three (3) years then destroy. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



3 

Instructions — T V D S or Print a senarate form for D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

e a c h n 

with Re 

3W or revised record series. Forward , 

cords Retent ion Schedule ( D G S 5 5 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency , 

Economic Development 
2. Division 3. Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group o f re lated records normally filed and used as a unit for reference as well as retention a n d disposition purposes. 
4. Record Series Title 

1 

Annual Reports (Bond Rating Report in Recent Years) 
5. Earliest Year/Latest Year 

1992 t 0 2010 

6. Record 

Statisti 
Series Description (Briefly describe the types of Inform 

~s for the year concerning econo 
at Ion/do curnents/forms found in the series include the purpose or function.of the series.). 

n i c d e v e l o p m e n t 

7. Record 

• Letter S 

0 Legal S 

D Audio T 

• Bound 

• Other (; 

Series Formats) List all 

ize a Microfilm 

ze • Computer Tape 

ape • Floppy Disk 

3ook • Video Tape 

nedfV) 

8. Record Series Sequence 

• Alphabetical 

. • Numerical 

• Chronological 

n Geographical 

• Other fsoeciftf 

Keyword Lookup 

9. Volume 

• File Drawerfs) 

• Microfilm Reel(s) 

n Gnmniitpr Tanprs'l 
Number 

O Other (sneclfv) 

7. Record 

• Letter S 

0 Legal S 

D Audio T 

• Bound 

• Other (; 

Series Formats) List all 

ize a Microfilm 

ze • Computer Tape 

ape • Floppy Disk 

3ook • Video Tape 

nedfV) 

8. Record Series Sequence 

• Alphabetical 

. • Numerical 

• Chronological 

n Geographical 

• Other fsoeciftf 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

n CnmnutRrTanRrs) 
Number 

• Other (specify) 

i t . File 

o Da 

Is Used 

ly • Weekly | Monthly • Annually 

12. File Becomes inactive After 

n ' 8 n Mnnthro n Yparte) 

Number 

13. Curre 

Econor 
t Location(s) (Bldg., Floor, Room) ; 

nic D e v e l o p m e n t O f f i c e 

14. Is Record Series Duplicated Elsewhere? Of yes, specify agency or office.) 

O Yes i No 

15. Ac' 

• 

ess Restrictions (IfYes, cite Law(s) &Regulation(s) 

Yes • No 

16. Audit Requirements 

• :None o State • Federal . • Independent 

•17. Is 1 . 

0 

n Index System used? If yes, explain briefly and describe requirements 

Yes • No 

18. 'Remmrhended Retention 

Scan original and verify image. Retain hard and 
imaged copies permanently and transfer hard and 
image copies to Archives every ten (10) years. 

19. Name- and Title of Preparer ! 

S c o t t M e s n e a k 

I T & R e c o r d s R e t e n t i o n D i r e c t o r 

20. Telephone-Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



H 

Instruc 

e a c h n 

with Re 

tions - T y p e or Print a separate form for 

ew or revised record series. Forward • 

scords Retention Schedule ( D G S 5 5 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y Instruc 

e a c h n 

with Re 

tions - T y p e or Print a separate form for 

ew or revised record series. Forward • 

scords Retention Schedule ( D G S 5 5 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

Economic Development 
2. Division 3. Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group of re lated records normally filed and used as a unit for re ference as well as retention and disposition purposes 

4. Record Series Title 
i : 

Bainbridge 
5. Earliest Year/Latest Year 

2002 ,n 2010 

6. Record 

Copies 
Series Description (Briefly describe the types of information/documents/forms found In the series Include the purpose or function of the series.). 

of agreements; correspondence between developers and BDC; BDC meeting minutes, agendas, etc.; legislation 

7. Record 

• Letter.! 

• Legal S 

• Audio 1 

• Bound 

0 Other ( 

Series Formates) List all 

> ze • Microfilm , 

ze • Computer Tape 

ape • Floppy Disk ! 

Book • Video Tape ! 

soedfv) ! 

8. Record Series Sequence 

• Alphabetical 

: • Numerical 

• Chronological 

• Geographical 

• Other, (specify', 

Keyword Lookup 

9. Volume 

• File Drawees) 

o Microfilm Reel(s) 

n Cnmpiirpr TappY-a 
Number 

• Other (soeclfvl 

7. Record 

• Letter.! 

• Legal S 

• Audio 1 

• Bound 

0 Other ( 

Series Formates) List all 

> ze • Microfilm , 

ze • Computer Tape 

ape • Floppy Disk ! 

Book • Video Tape ! 

soedfv) ! 

8. Record Series Sequence 

• Alphabetical 

: • Numerical 

• Chronological 

• Geographical 

• Other, (specify', 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

o Microfilm Reel(s) 

• Cnmnuter Tanp./sl 
Number 

o Other (specify) 

11. Fll 

• D 

5 is Used 

ily oWeekty g Monthly 0 Annually 

12.- File Becomes Inactive After 

2 
n Mnnth fR l | YP^T(-Z) 

Nurhber 

13. Curre 

Econor 
nt Locatlon(s) (Bldg., Floor, Room) 

nic Development Office 
14, IsRecorrJ Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Ac 

tl 

cess Restrictions (IfYes, cite Law(s) & Regulation^ 

Yes B 'No 

; 16. Audit Requirements 

• :None 0 State o Federal o Independent 

17. Is 

• 

an Index System used?.If yes, explain briefly and de 

Yes • No 

scribe requirements 1B. Recommended Pretention 

Retain for two (2) years after project close and 
then destroy. 

19. Narie and Tide of Preparer 

Scott Mesneak 
I T & Records Retention Dire ctor 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

(Rev. 1/93) 



5" 

Instructions - T V D B or Print a senarate form for D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

e a c h 

with R 

l e w or revised record series. Forward 

ecords Retent ion Schedule ( D G S 5 5 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

Economic Development 
2. Division 3. Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group o f r e l a t e d records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 

Base Realignment and Closure Act (BRAC) Action Plan 
5. Earliest Year/Latest Year 

2005 a 2008 

6. Recor 

A plar 
d Series Description (Briefly describe.the types of.lnformation/documents/forms found in the series, include the purpose or function, of the series.) 

i of action that Cecil County residents developed to address the upcoming Base Realignment and Closure Act 

7. Recor 

• Letter 

• Lega 

• Audio 

• Boun 

0 Other 

d'Series Format(s) List all ' 

Size • Microfilm 

I 
Size • Computer Tape 

1 j 

Tape • Floppy Disk 

JiBook • Video Tape 

tsrJBdfv) 

8. Record Series Sequence 

• Alphabetical 

; • Numerical 

• Chronological 

• Geographical 

• Other fsoeclM 

Keyword Lookup 

9. Volume 

• File Drawerfs) 

• Microfilm Reel(s) 

• Computer Tapecs! 
Number 

O Other (SDeclM 

7. Recor 

• Letter 

• Lega 

• Audio 

• Boun 

0 Other 

d'Series Format(s) List all ' 

Size • Microfilm 

I 
Size • Computer Tape 

1 j 

Tape • Floppy Disk 

JiBook • Video Tape 

tsrJBdfv) 

8. Record Series Sequence 

• Alphabetical 

; • Numerical 

• Chronological 

• Geographical 

• Other fsoeclM 

Keyword Lookup 

10. Annual Accumulation 

O File Drawees) 

• Microfilm Reel(s) 

O CnmpiitPrTappfsl 
Number 

o Other (specify) 

1 1 . F 

• C 

le is Used ; 

laily • Weekly. ^Monthly 1 D Annually 

12. File Becomes inactive After 

n ' a h Months n Y R a r f t f 

Number 

13. Cur 

Econc 
ent Location(s) (Bldg., Floor, Room) \ 

mic Development: Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

D Yes ! No 

15. A ccess Restrictions (IfYes, cite Law(s) & Regulation^) 

2 Yes • No i 

16. Audit Requirements 

• None o State •.Federal . • Independent 

•17. I an.Index System used?.If yes, explain briefly and describe requirements 

1. Yes • No 

18. ReoiHTimended Retention 

Scan original and verify image. Retain hard and 
imaged copies permanently and transfer hard and 
image copies to Archives every ten (10) years. 

19. Nam e and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. TelephoneNumber 

410-996-5205 

21. Date 

9/10/2010 

DGS 550^4 (Rev. 1/93) 



Instructions -Tvoe or Print a seDarate form for 

i 
D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1830 

A G E N C Y RECORDS INVENTORY 

each nev 

with Rec 

m or revised record series. Forward 

o-ds Retention Schedule ( D G S 550-1) 
i 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1830 

PAGE 1 OF 1 

• 
1. DepartmentfAgency 

Economic Development 
2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Base Realignment and Closure Act (BRAC);Correspondence 
5. Earliest Year/Latest Year 

2005 m 2010 

S. Record S 

Corresp 
rjes Description (Briefly describe the.types of Ihforrration/documents/forrns found in the series Include the purpose or function of the series.). 

ondence relating to the Base Realignment and Closure Act 

7. Record Se 

• Letter Siz 

• Legal S i ; 

• Audio Ta 

• Eouhd Be 

• Other (sp 

rles Format(s) List all 

e • Microfilm 

a • Computer Tape 

3e o Floppy Disk 

ok D Video Tape 

I 
eoify). 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other Csoecifvl 

Keyword Lookup 

9. Volume 

• File.Drawer(s) 

• Microfilm Ree!(s; 

n Cnmnutftr Tanp(s) 
Number 

• Other (sneclM 

7. Record Se 

• Letter Siz 

• Legal S i ; 

• Audio Ta 

• Eouhd Be 

• Other (sp 

rles Format(s) List all 

e • Microfilm 

a • Computer Tape 

3e o Floppy Disk 

ok D Video Tape 

I 
eoify). 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other Csoecifvl 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

•'. Microfilm Reel(s) 

n Cnmnntpr TanersV 
Number 

D Other (specify) 

11. File 

• Dan 

iUsed 

• Weekly • Monthly DAnr ually 

12. File Becomes Inactive After 

^ • ' Months t YnarCsl 

Number 

13. Current 

Econom 
Locations) (Bldg.. Floor, Room) 

c Development Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Acci 

a " 

ss Restrictions (IfYes cite Law(s) & Regulations) 

es • No 

16. Audit Requirements 

• None o State • Federal • Independent 

17. Isar 

• 

Index,System used?.If yes,.explain briefly and describe requirements 

Yes • No 

18. Recommended Retention 

Retain hard copy until scanned and image verified then 
destroy hard copy. Retain imaged copy for ten (10) 
years from the end of the fiscal year the file was closed 
then destroy. 

19. Name a nd Title of Preparer | 

Scott Mesneak 
IT & Records Retention Director 

20.' Telephone Numher. 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



7 

lnStnjcKf i n f t —Tvnft nr Print a cnnnratn fnrm fnr D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

AGENCY RECORDS INVENTORY 

e a c h n 

with R« 

e w or revised record series. Forward 

scords Retention Schedule ( D G S 5 5 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

Economic Development 
•2. Division 3. Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group o f r e l a t e d records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title ; 

Brownfields File 
5. Earliest Year/Latest Year 

1989 t 0 2004 

6. Record 

File of 
Series Description (Briefly describe the types of inforrr 

current or former hazardous was 
lation/documents/forms found in the series Include the purpose or function.of the series.). 

te sites 

i 

7. Record 

• Letter 

• Legal £ 

• Audio 

• Bound 

0 Other ( 

Series Formats) List all 

5 re • Microfilm 

ffl • Computer Tape 

Fape 0 Floppy Disk 

Book o Video Tape 

iDeciM 

8/Record Series Sequence 

• Alphabetical 

.0 Numerical-

• Chronological 

• Geographical 

• Other, fsnerifv) 

Keyword Lookup 

8. Volume 

• File Drawerfs) 

• Microfilm Reel(s) 

n Onmnuter Tanpfs^ 
Number 

O Other fsoecifvl 

7. Record 

• Letter 

• Legal £ 

• Audio 

• Bound 

0 Other ( 

Series Formats) List all 

5 re • Microfilm 

ffl • Computer Tape 

Fape 0 Floppy Disk 

Book o Video Tape 

iDeciM 

8/Record Series Sequence 

• Alphabetical 

.0 Numerical-

• Chronological 

• Geographical 

• Other, fsnerifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

D Microfilm Reel(s) 

• ComDuter Taoefsl 
Number 

• Other (specify) 

11. Fi 

• D 

i is Used 

lily 0 Weekly • Monthly 

Rare ly - Less then Annual ly • 

3 Annually 

12. File Becomes inactive After 

n ' a n MnnthCRl n YRar fs t 

Number 

13. Curn 

Econoi 
nt Locatlon(s) (Bldg., Floor, Room) ! 

nic Development Office 
14. Is'Record Series Duplicated Elsewhere? Of yes, specify agency or office.) 

D Yes i No 

15. Ac 

0 

cess Restrictions Of Yes, cite Law(s) 8. Regulation(s) 

Yes • No i 

16. Audit Requirements 

• ;None ' • State • Federal .a Independent 

17. Is 

0 

an.Index System used? If yes, explain briefly and describe requirements 

Yes • ' ' N o 

.18. Recommended Retention 

Scan original and verify image. Retain hard and 
imaged copies permanently and transfer hard and 
image copies to Archives every ten (10) years. 

19. Name and Title of Preparer ; 

Scott Mesneak 
I T & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 55D-j'(Rev. 1/83) 



Instructions - T v o e or Print a seoarata form for D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y RECORDS I N V E N T O R Y 

each ne 

with Rec 

w or revised record series. Forward 

ords Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

Economic Development 
-2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Cecil County Business Fiies (Closed Businesses) 
5. Earliest Year/Latest Year 

1987 t 0 2010 

6. Record S 

Paperwi 
eries Description (Briefly describi! the types of Informatlo'n/docurrents/forms found in the series. Include the purpose or function of the series.) 

ork from businesses that operated in Cecil County but have since closed or relocated 

7. RecorOS 

• Letter SI 

• Legal Si: 

• Audio Ta 

• Bound B 

• Other (sr. 

•ries Format(s) List all 

IB '•Microfilm 

•e • Computer Tape 

je 0 Floppy Disk 

rok • Video Tape 

erifyl 

8. Record Series Sequence 

o Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Other fsDeciM 

Keyword Lookup 

9. Volume 

• File Drawer(s). 

O Microfilm Reel(s) 

n CnmntiMr TarWs* 
Number 

a Other (soecifvl 

7. RecorOS 

• Letter SI 

• Legal Si: 

• Audio Ta 

• Bound B 

• Other (sr. 

•ries Format(s) List all 

IB '•Microfilm 

•e • Computer Tape 

je 0 Floppy Disk 

rok • Video Tape 

erifyl 

8. Record Series Sequence 

o Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

• Other fsDeciM 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• ' Microfilm Reel(s) 

O Computer Tatiefst 
Number 

• Other (specify) 
11. Hie Is Used 

0 Daljy • Weekly • Monthly •Annually 

Rarely, if ever 

12. File-Becomes Inactive After 

^ n Monthfsl Yr: artel 

Number 

13. Current Location(s) (Bldg., Floor, Room) [ 

Economic Development Office 

1 : 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes • No 

15. Access Restrictions (IfYes, cite Law(s) & Regulation(s) ; 

• jYes • No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Isa 

• 

i 

Index System used?.If yes, explain briefly and describe requirements 

Yes • No 

18. Recommended Retention 

Retain hard copy until scanned and image verified then 
destroy hard copy. Retain imaged copy as long as 
business operates here and for ten (10) years after the 
business was closed then destroy. 

19. Name a nd Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 660-4 (Rev. 1/93) 



Instruction!!* —Tvn« nr Print a SAi-iaratA fnrm fnr D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

A G E N C Y RECORDS INVENTORY 

each nev 

with Rec 

ir J or revised record series. Forward 

ords Retention Schedule ( D G S 550-1) ; 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-799-1930 

1 1 
PAGE 1 OF 1 

1. DepartmenUAgericy i 

Economic Development j 
2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title • 

Cecil Cojnty Business Fiies (Currently Operating) 
5. Earliest Year/Latest Year 

1983 t 0 2010 

6. Record Se 

Paperwc 
ries Description (Briefly describe the.types.of informatio'n/dQcurrients/for'nrG found in the series Include the purpose or function of the series.) 

>rk and correspondence of businesses that currently operate in Cecil County. 

i 

7. Record Se 

• Letter Slzi 

• Legal Size 

• Audio Tap 

• Bound Bo 

• Other (sp 

ries Format(s) List all 

a • Mcrofilm | 

• Computer Tape ; 

e n Floppy Disk i 

iik d Video Tape. ' 

cifvi : 

8. Record Series Sequence 

D Alphabetical 

• Numerical 

• Chronological 

• Geographical 

B Other I'snficifvi 

Keyword Lookup 

9. Volume 

• File Drawer(s). 

• Microfilm Reel(sj 

O Comnurer Tanefs) 
Number 

• Other fsoeclfvl 

7. Record Se 

• Letter Slzi 

• Legal Size 

• Audio Tap 

• Bound Bo 

• Other (sp 

ries Format(s) List all 

a • Mcrofilm | 

• Computer Tape ; 

e n Floppy Disk i 

iik d Video Tape. ' 

cifvi : 

8. Record Series Sequence 

D Alphabetical 

• Numerical 

• Chronological 

• Geographical 

B Other I'snficifvi 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

• ' Mlcrufilm Reel(s) 

n Comtiutpr TanfifsS 
Number 

• Other (specify) 

11. File I 

• Dail; 

i Used ; 

• Weekly o Monthly •Annually 

12. File Becomes Inactive After 

^ • Monthfsl i Yearfsl 

Nurrtier 

13. Current 

Econom 
Location(s) (Bldg.. Floor, Room) [ 

c Development Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Acct 

• i 

ss Restrictions (IfYes, cite Law(s) & Regulation^) 

es • No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Isar 

• 

Index.System used?.|f yes, explain briefly arid describe requirements 

Yes • No 

18. Recommended Retention 

Retain hard copy until scanned and image verified then 
destroy hard copy. Retain imaged copy as long as 
business operates here and for ten (10) years after the 
business was closed then destroy. 

19. Name ; id Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/83) 



Instructions -Type or Print a separate form for 

each newj or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S INVENTORY 

PAGE. ' OF . 

1. Department/Agency 

Economic Development 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title 

Ciean Air Act from the Early 90s 
5. Earliest Year/Latest Year 

1991 tD 1995 

6. Record Series Description (Briefly describe the.types of informatidn/documents/for'ms found in the series. Include the" purpose or function of the series.). 

Newspaper articles, copies of Act, etc. 

7. Record Series Fbrmat(s) List all 

• Letter Size • Mcrofilm 

a Legal Size • Computer Tape 

• Audio Tape _ a Floppy Disk 

• Bound Batik • video Tape. 

• Other (specify) 

8. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

1 Other (specify) . 

Keyword Lookup 

• Flle.Drawer(s) 

• Microfilm Reel(s) 

a Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

o Computer Tape(s) 

• Cther (specify) 

11. File Is Used 

•ally • Weekly. 

Never 

• Monthly • Annually 

12. File Becomes Inactive After 

n/a • Month(s) o Year(s) 
Number 

• 13. Current Location(s) (Bldg.. Floor, Room) 

Economic Development Office 
14. Is Record Series Duplicated Elsewhere? (if yes. specify agency or office.) 

D Yfis • No 

15. Access Restrictions (IfYes, cite Law(s) & Regulations) 

q Yes II No 

16. Audit Requirements 

• None o State • Federal • Independent 

17. Is an Index: System used? If yes, explain briefly and describe requirements 18. Recommended Retention 

Destroy immediately. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20.' Telephone Numhsr. 

410-996-5205 9/10/2010 

DGS 550-4 (Rev. l/6'J) 



Instructions - T y p e or Print a separate form for 

or revised record series. Forward each new 

with Records Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

J10-799-1930 

A G E N C Y RECORDS I N V E N T O R Y 

1. Departmerjt/Agency 

Economic Development 

DEFINIT ION • R E C O R D SERIES: A group ofrelated records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Serjes Title 

Community Development Block Grant Files! 
5. Earliest Year/Latest Year 

1 9 9 7 . 2 0 1 0 

6. Record Series Description (Briefly describe uhe\ty'pesofinforrnatioWdocuments/forrns found in the series. Include the purpose or function of the series.) 

Applications, reports, etc. 

7. Record Series Fnrmat(s) List all 

• Letter Size o Mcrofilm 

• Legal Size • Computer Tape 

• Audio Tape • RoDPV'.Disk 

D Bound Book • Video Tape 

• Other (specify) 

fl. Record Series Sequence. 

• Alphabetical 

Q Numerical 

• Chronological 

• Geographical 

• Other (specify) 

Keyword Lookup 

a File Drawer(s) 

• Mcrofilm Reel(s) 

n Computer Tape(s) 

• Other (specify) 

ID. Annual Accumulation 
• File Drawer(s) 

• Microfilm Reel(s) 

Q Computer Tape(s) 

• Other (specify) 

11. File is Used 

• Daily o Weekly | fvtanthly • Annually 

12, File Becomes Inactive After 

7 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

Economic Development Office I 
14. Is Record Series Duplicated Elsewhere? (If yes. specify agency or office.) 

• Yes i No 

15. Access Restrictions Of Yes, cite Law(s) & RegulatJon(s) ; 16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an Index,System used? If yes,.explain briefly arid describe requirements 

• | Yes • No 

.1B. Recommended Retention 

Retain for seven (7) years then destroy 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



) Z 

J 
Instructions —Tvne or Print a senarafa form f 

Dr 

! 

-!<) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 5 Water loo Road, P.O. Box 2 7 5 

Jessup, Maryland 2 0 7 9 4 

41O799-1830 

AGENCY RECORDS INVENTORY 

e a c h nc 

with Re 

3W or revised record series. Forwarc 

cords Retention Schedule ( D G S 5 5 0 

Dr 

! 

-!<) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 5 Water loo Road, P.O. Box 2 7 5 

Jessup, Maryland 2 0 7 9 4 

41O799-1830 

PAGE 1 OF 1 

1. Department/Agency 

Economic Development 
2. Division 3. Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group of re lated records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Economic Development Strategic Plan 
5. Earliest Year/Latest Year 

1999 t o 2004 

6. Record 

A plan 
Series Description (Briefly describe the types of inform 

for the economic future of Cecil C 
at Ion/do cuments/forms found in the series, include the purpose or function of. the series.) 

/bunty 

7. Record 

• Letters 

D Legal S 

o Audio T 

• Bound 

• Other (s 

Series Formatfs) List all 

Ise • Microfilm 

ze • Computer Tape 

ape • Floppy Disk 

3ook o Video Tape 

I 
•edfvl 

8. Record Series Sequence 

• Alphabetical 

.0 Numerical 

• Chronological 

• Geographical 

• Other (srjeciM 

Keyword Lookup 

9. Volume 

• File Drawer(s). 

• Microfilm Reel(s) 

• Computer Tapefsl 
Number 

• Other ("sc-ecifyl 

7. Record 

• Letters 

D Legal S 

o Audio T 

• Bound 

• Other (s 

Series Formatfs) List all 

Ise • Microfilm 

ze • Computer Tape 

ape • Floppy Disk 

3ook o Video Tape 

I 
•edfvl 

8. Record Series Sequence 

• Alphabetical 

.0 Numerical 

• Chronological 

• Geographical 

• Other (srjeciM 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

• Microfilm Reel(s) 

• Comouter Tapefsl 
Number 

• Other (specify) 

i i . File Is Used 

• Daily a Weekly • Monthly • 

Referenced Periodically 

Annually 

12. File Becomes Inactive After 

n ' 8 n Months n Ypar/sl 

Number 

13. Curre 

Econor 
it Location(s) . (Bldg., Floor, Room) ' 

nic Development Office 
H . Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Ac' 

0 

•ess Restrictions (IfYes, cite Law(s) & Regulations)' 

Yes • Mo 

16. Audit Requirements 

• None o State •.Federal . • Independent 

•17. Isj 

• 

n Index System used? If yes, explain briefly and desb 

Yes • No 

1be requirements IB. Recommended Retention 

Scan original and verify image. Retain hard and 
imaged copies permanently and transfer hard and 
image copies to Archives every ten (10) years. 

19. Name and Title of Preparer ! 

Scott Mesneak 
IT & Records Retention Direc tor 

201 Telephofie'Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



13 

Instructions - T V D S or Print a seDarate form for DEPARTMENT O F GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Maryland 2 0 7 9 4 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

each ne 

with R e 

w or revised record series. Forward 1 

cords Retention Schedule (DGS 550-1) 

DEPARTMENT O F GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Maryland 2 0 7 9 4 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency ', 

Economic Development 
2. Division 3. unit 

D E F I N I T I O N - RECORD SERIES: A group of re lated records normally filed and used as a unit for reference as well as retention and disposition purposes 

4. Record Series Title 

Economic Development Commission (EDC) Correspondence 
5. Earliest Year/Latest Year 

1997 a 2010 

6. Record S 

Corresf 
and pa' 

Series Description (Briefly describe the types of Inforrnation/documents/forms found In the series, include the purpose or function of the series.) 

jondence to/from present and past members of the Economic Development Commission (EDC); subcommittees of EDC (present 
st); duties of EDC; misc. documents and correspondence pertaining to the EDC 

7. Record S 

• Letters 

0 Legal S 

• Audio T 

• Bound E 

• Other (s 

eries Formatts) List all ! 

ze Dtvicrofilm 

ze • Computer Tape | 

pe • Floppy Disk ! 

ook • Video Tape ! 

3edfv ) 

'8. Record Series Sequence 

• Alphabetical 

:0 Numerical-

• Chronological 

o Geographical 

• Other /snecifv*. 

Keyword Lookup 

9. Volume 

• File Drawerfs) 

• Microfilm Reel(s) 

n C o r m u t R r TappfW 

Number 

• Other fsoeci fv l 

7. Record S 

• Letters 

0 Legal S 

• Audio T 

• Bound E 

• Other (s 

eries Formatts) List all ! 

ze Dtvicrofilm 

ze • Computer Tape | 

pe • Floppy Disk ! 

ook • Video Tape ! 

3edfv ) 

'8. Record Series Sequence 

• Alphabetical 

:0 Numerical-

• Chronological 

o Geographical 

• Other /snecifv*. 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

• Microfilm Reel(s) 

• Compi i terTapRf5; , l 

Number 

0 Other (specify) 

11. File 

• Da 

is Used ; 

y • Weekly g Monthly •'Annually 

i 

12. File Becomes Inactive After 

5 
• rvlDnthisl • Ye art si 

Number 

13. Currer 

Econon 
t Location(s) (Bldg., Floor, Room) | 

lie Development Office ; 
14, Is Record Series Duplicated Elsewhere? Of yes, specify agency or office.) 

0 Yes i No 

15. Acc 

D 

ess Restrictions Of Yes, cite Law(s) & Regulation^) i 

Yes l l No 

16. Audit Requirements 

• None • State •-Federal • Independent 

17. i s ; 

• 

n.Index System used?.If yes, explain briefly and describe requirements 

Yes • No 

18. -Recommended Retention 

Screen annually & destroy material that is no longer needed for current 
business with the following exception: Transfer to the Maryland State 
Archive for permanent retention any material that serves to document 
the origin, development, & accomplishments of the office and has 
continuing administrative, fiscal, legal, or historical value. 

19. Name nd Title of Preparer ; 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions - T v d s or Print a seoarare form for DEPARTMENT OF GENERAL SERVICES' 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-793-1830 

A G E N C Y RECORDS I N V E N T O R Y 

each new 

with Rec 

/ or revised record series. Forward 
ards Retention Schedule ( D G S 550-1) 

DEPARTMENT OF GENERAL SERVICES' 
RECORDS MANAGEMENT DIVISION 

7275 Waterloo Road, P.O. Box 275 
Jessup, Maryland 20794 

410-793-1830 

PAGE 1 OF 1 

1. Department/Agency • 

Economic Development 
2. Division 3. Unit 

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title ; 

EDC Correspondence ; 

5. Eariiest Year/Latest Year 

1997 t 0 2010 

0. Record Se 

Correspc 
and past 

les Description (Briefly describe the types of Infcrmatlon/c 

sndence to/from present and past n 
); duties of EDC; misc. documents 

ocUme'nts/forrns found in th& series, include the purpose or function of the series). 

nembers of the Economic Development Commission (EDC); subcommittees of EDC (present 
and correspondence pertaining to the EDC 

7. Record Se 

• Letter Sizt 

• Legal Size 

• Audio Tap 

• Bound Bo 

• Other (spe 

rtes Formats) List all 

• Mcrofilm 

D Computer T3pe 

» 0 Floppy Disk' 

ik • Video Tape, 

city) 

8. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

Q Other {srjftr.ifvt 

Keyword Lookup 

9: Vrjlume 

• File Drawer(s) 

• Mcrofilm Reel(s) 

/ n Cnmntiter Tanpfs) 
Number 

• Other (soecifvl 

7. Record Se 

• Letter Sizt 

• Legal Size 

• Audio Tap 

• Bound Bo 

• Other (spe 

rtes Formats) List all 

• Mcrofilm 

D Computer T3pe 

» 0 Floppy Disk' 

ik • Video Tape, 

city) 

8. Record Series Sequence. 

• Alphabetical 

0 Numerical 

• Chronological 

• Geographical 

Q Other {srjftr.ifvt 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

0 Microfilm Reel(s) 

n Cnmuutfir Tanks') 
Number 

• Other (specify) 
11. File 1: 

• Dally 

Used I 

• Weekly. g Monthly. OAnnrjalh/ 

12. File Becomes Inactive After 

^ ri Mnnrhrs't Ycarfsi 
Number 

13. Current Locatlon(s) (Bldg.. Floor, Room) 

Economic Development Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes • No 

15. Acce 

" i 

,s Restrictions (If Yes, cite Law(s) & Regulatlon(s) ; 

;s • No * 

16. Audit Requirements 

• None o State • Federal • Independent 

17. Is an 

• 

ndex.System used? If yes,.explain briefly and describe requirements 

res • No ; 

18. Recommended Retention 

Screen annually & destroy material that is no longer n e e d e d for current 
business with the following exception: Transfer to the Maryland State 
Archive for permanent retention any material that serves to document 
the origin, development, & accomplishments of the office and has 
continuing administrative, fiscal, legal, or historical value. 

19. Name an d Title of Preparer , 

Scott Mesneak I 
IT & Records Retention Director 

20.' Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 560-4 (Rev. 1/33) 



Instructions - T y p e or Print a separate form for 

e a c h new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-

j r 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 1 OP . 

1. Department/Agency 

Economic Development 
2. Division 3. Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group of re lated records normally filed and used as a unit for reference as well as retention a n d disposition purposes. 
4. Record Series Title 

EDC Minutes 
5. Earliest Year/Latest Year 

1972 , 2010 

6. Record Series Description (Briefly describe the types1 of infonTiation/do currents/forms found in the series Include the purpose or function of the series.)-

Record of meetings mandated by MD state law. 

7. Record Series Formats) List all 

• Letter Size 

• Legal Size 

• Audio Tape 

D Bound Book 

• Other (specify). 

• Micro film 

• Computer Tape 

• Floppy Disk 

O Video Tape 

8. Record Series Sequence 

• Alphabetical • 

: • Numerical 

0 Chronological 

• Geographical 

• Other (specify) . 

Keyword Lookup 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

D Other (specify) 

10. Annual Accumulation 

• File Drawerfs) 

• Microfilm Reel(s) 

Q Computer Tape(s) 

• Other (specify) 

i i . File is Used 
( 

I 
• Daily g Weekly. 

• Monthly • Annually 

12; -File Becomes Inactive After 

n/a 
D Month(s) • Year(s) 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

Economic Development Office 
R Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• " Yes i No 

15. Access Restrictions Of Yes, cite Law(s) &RegulatJon(s) •16. Audit Requirements 

• None • State Q' Independent 

17. Is an.Index System used? If yes, explain briefly and describe requirements 

D Yes • No 

1B. Recommended Ftetention 

Scan original and verify image. Retain hard and 
imaged copies permanently and transfer hard and 
image copies to Archives every ten (10) years. 

19. Nameand Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev 1/93) 



Instructions - T v d b or Print a separate form for D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo Road, P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

e a c h ne 

with Rec 

w or revised record series. Forward | 

:ords Retent ion Schedule ( D G S 5 5 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo Road, P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

PAGE 1 OF ^ 

1. Department/Agency 

Economic Development 
•2. Division 3. Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group of re lated records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title ! 

Enterprise Zone File 
5. Eariiest Year/Latest Year 

1997 t 0 2010 

6. Record S 

Propert 
eries Description (Briefly describe the types of Information/documents/forms found in the series. Include the purpose or function of the series.)-

es and businesses located in the County Enterprise Zone. These properties are eligible for tax credits. 

i 

7. Record's 

• Letter SI 

• Legal Sli 

• Audio Ta 

• Bound B 

0 Other (sr. 

eries Format(S) List all ! 

ffi DMIcrofilm 

e • Computer Tape i 

)e • Floppy Disk . i 

iok • Video Tape 

e d M ! 

9. Record Series Sequence 

• Alphabetical 

o Numerical 

• Chronological 

• Geographical 

• Other (sDeclfv) 

Keyword Lookup 

9. Volume 

• File Drawees) 

• Microfilm Ree!(s) 

• Comrjuter Tanefs") 
Number 

• Other (sueclfvl 

7. Record's 

• Letter SI 

• Legal Sli 

• Audio Ta 

• Bound B 

0 Other (sr. 

eries Format(S) List all ! 

ffi DMIcrofilm 

e • Computer Tape i 

)e • Floppy Disk . i 

iok • Video Tape 

e d M ! 

9. Record Series Sequence 

• Alphabetical 

o Numerical 

• Chronological 

• Geographical 

• Other (sDeclfv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

D Microfilm Fieel(s) 

n CnmniitRrTanRrsI 
Number 

• Other (specify) 

11. File 

• Dail 

s Used 1 

i O Weekly • Monthly • Annually 

12.- File Becomes Inactive After 

n ' 8 n Mnnthfsl n YRarrs ) 

Number 

13. Curren 

Econorr 
Locatlon(s) (Bldg., Floor, Room) , 

ic Development Office 
14. Is Record Series Duplicated Elsewhere? (If yes,, specify agency or office..) 

• Yes i No 

15. Acc 

• 0 ' 

ss Restrictions (If Yes, cite Law(s) & Regulations) , 

es • No 

16. Audit Ftequlrements 

• .None • State • . Federal • Independent 

•17. Isal 

• 

Index System used? if yes, explain briefly and describe requirements 

Yes • No 

.18. ^Ftecommended Retention 

Scan original and verify image. Retain hard and 
imaged copies permanently and transfer hard and 
image copies to Archives every ten (10) years. 

19. Name a nd Tide of Preparer ! 

Scott Mesneak 
I T & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 
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Instructions —Tvds o r Print a SRnnrarn fnrm fnr D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-739-1330 

A G E N C Y R E C O R D S I N V E N T O R Y 

each ne 

with Rec 

M or revised record series. Forward 

ords Retent ion Schedule ( D G S 5 5 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-739-1330 

PAGE 1 OF 1 

1. Department/Agency 1 

Economic Development 
2. Division 3. Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group of re lated records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title ; 

Fast Track File 
5. Earliest Year/Latest Year 

1991 t D 2010 

6. Records 

Busines 
jries Description (Briefly desoibe the typesof Information/documents/forms found in the series Include the.purpose Dr function of the series.). 

ses that have requested a building permit be "fast-tracked", 

7. Record Sf 

• Letter Si: 

• Legal Slz 

• Audio ta 

• Bound Be 

o Other (sp 

hes Formats) List all | 

e • Microfilm [ 

i 0 Computer Tape ; 

le DFlDppyDlsk ; 

ok • Video Tape ! 

edfy) 1 

8. Record Series Sequence 

• Alphabetical 

:D Numerical 

• Chronological 

• Geographical 

• Other fcnprtfvl 

Keyword Lookup 

9. Volume 

• File Drawer(s), 

• Microfilm Reel(s) 

n CnmnutRr Tanp.fsl 
Number 

• Other rsDeclM 

7. Record Sf 

• Letter Si: 

• Legal Slz 

• Audio ta 

• Bound Be 

o Other (sp 

hes Formats) List all | 

e • Microfilm [ 

i 0 Computer Tape ; 

le DFlDppyDlsk ; 

ok • Video Tape ! 

edfy) 1 

8. Record Series Sequence 

• Alphabetical 

:D Numerical 

• Chronological 

• Geographical 

• Other fcnprtfvl 

Keyword Lookup 

10. Annual Accumulation 

0 File Drawerfs) 

0' Microfilm Reelfs) 

n Cnmpurp.r Taper"^ 
Number 

• Other (specify) 

11. File 

• Oail 

; Used 

• Weekly. g Monthly • Annually 

12. File Becomes inactive After 

3 

^ • Months • YRarfs^ 

Number 

13. CurrentJLocatlon(s) (Bldg., Floor, Room) | 

Economic Development Office 

| ! 

14. Is Record Series Duplicated Elsewhere? (If yes,, specify agency or office.) 

D Yes • No 

15. Acci 

• -i 

ss Restrictions Of Yes, cite Law(s) & Regulatlon(s) ' 

es a~No 

16. Audit Requirements 

• None o State • Federal o Independent 

•17. Isar 

n 

Index System used? If yes, explain briefly and describe requirements 

Yes B:No j 

1B. Recommended Retention 

Retain hard copy until scanned and image verified then 
destroy hard copy. Retain imaged copy for three (3) 
years after building permit is issued and then destroy. 

19. Name J id Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



Instructions - T y p e or Print a separate form for 

each newj or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

IS 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 

1 1 
PAGE ' OF L 

1. Department/Agency 

Economic Development 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 

General Correspondence 
5. Eailiest Year/Latest Year 

2009 t 0 2010 

6. Record Series Description (Briefly describe the types of inforrmtidn/donjnnents/forrns 

Letters from and to the Director and other 
found in the series. Include the purpose or function of the series.) 

members in the office. 

7. Record Series Format(s) List all 

• Letter Size o Mcrofilm 

• Legal Size o Computer Tape 

D Audio Tape • Floppy Disk 

• Bound Boot D Video Tape, 

• Other (spi cJfy)_ 

8. Record Series Sequence. 

a Alphabetical 

• Numerical 

• Chronological 

d Geographical 

• Other (specify) 

Keyword Lookup 

o FiieDrawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

ID". Annual Accumulation 

O File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tape(s) 

D "Other (specify) 

1 1 . FHelsUsed 

O Dally | Weekly. 
o Monthly • Annually 

12, File-Becomes Inactive After 

• Month(s) Year(3) 

13. Current Location(s) (Bldg.. Floor, Room) 

Economic Development Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes B No 

15. Access Restrictions (If Yes, cite Law(s) & Regulation^) 16- Audit Requirements 

• Independent 

17. Is an Inde^. System used?.If yes, explain briefly arid describe 

Yes • No 

10. Recommended Retention 

Screen annually & destroy material that is no longer needed for current 
business with the following exception: Transfer to the Maryland State 
Archive for permanent retention any material that serves to document 
the origin, development, & accomplishments of the office and has 
continuing.administrative, fiscal, legal, or historical value. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20.' Telephone Number. 

410-996-5205 9/10/2010 

DGS 550-4 (Rev. 1/03) 



Instructions -Tvoe or Print a s e D a r a t e form for D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

each new 

with Rec 

i/ or revised record series. Forward 

ords Retention Schedule ( D G S 550-1) 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIV IS ION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

E c o n o m i c D e v e l o p m e n t 

•2. Division 3. Unit 

DEF IN IT ION - R E C O R D SERIES: A group of rela ted records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Serres Title 

G r a n t s for E c o n o m i c D e v e l o p m e n t O f f i c e 

5. Earliest Year/Latest Year 

1 9 9 3 t 0 2 0 1 0 

6. Record Se 

R e c o r d c 

ries Description (Briefly describe the.types of informatton/documehtsyTorhis found in the series. Include the purpose or function of the series.)-

rf m o n i e s t h a t t h e off ice h a s r e c e i v e d . 

7. Record Se 

• Letter SI a 

• Legal Sizs 

• Audio Tap 

• Bound Bo 

• Other (sp 

ries Format(s) List all 

o Mcrofilm ! 

.•Computer Tape J 

e Q Floppy Disk 1 

• Video Tape 

rJfirt 1 

B. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (soecifv) 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• Mcrofilm Reel(s) 

n CnrmiiW TanplVt 

Number 

• Other (snecifv) 

7. Record Se 

• Letter SI a 

• Legal Sizs 

• Audio Tap 

• Bound Bo 

• Other (sp 

ries Format(s) List all 

o Mcrofilm ! 

.•Computer Tape J 

e Q Floppy Disk 1 

• Video Tape 

rJfirt 1 

B. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (soecifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

o Computer Tapers'* 
Number 

D 'Cther (specify) 

i l . File is Used » 

o Da«j • Weekly. > Ninthly • Annually 

Old Grants - never 

1 : 

12. File Becomes Inactive After 

^ • Monthfs) • Ynarfs) 
Number 

13. Current 

E c o n o m 

Locatlon(s) (Bldg., Floor, Room) 

c D e v e l o p m e n t Of f ice 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes- i No 

15. Acce 

• Y 

ss Restrictions (IfYes, cite Law(s) 8- Regulation^) | 

=s • No 

18. Audit Requirements 

• None • State • Federal • Independent 

17. Is an 

• 

index System used?.If yes,.explain briefly arid describe requirements 

fes • No 

18. Recommended Retention 

Retain hard copy until scanned and image verified then 
destroy hard copy. Retain imaged copy for ten (10) 
years from the end of the fiscal year the file was closed 
then destroy. 

1 
19. Name an 

d Title of Preparer ' 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone.Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 560-4 (Rev. 1/93) 



%& 20 

Instructior 

each new 

with Reco 

is -Type or Print a separate form for 

or revised record series. Forward 

ds Retention Schedule ( D G S 5 5 0 - 1 ) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

•110-799-1930 

AGENCY R E C O R D S I N V E N T O R Y Instructior 

each new 

with Reco 

is -Type or Print a separate form for 

or revised record series. Forward 

ds Retention Schedule ( D G S 5 5 0 - 1 ) 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

•110-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

Economic Development 
2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group ofrelated records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title , 

Grants Received 
5, Eatliest Year/Latest Year 

2003 t 0 2010 

6. Record Serie 

All Grant 
s Description (Briefly describe the.types of information/dacuments/forms round in the series. Include the purpose or function of the series:) 

; 6 r r e s p o n d e n c e a n d r e c o r d s r e c e i v e d 

i 
7. Record Serif 

• Letter Size 

D Legal Size 

oAudjo rape 

D Bound Bool 

• Other (spec 

s Format(s) List all 

• Microfilm 

• Computer Tape 

DFlDppy.Disk 

• Video Tape. 

fy) 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other fsoecifvl e 

Keyword Lookup 

9. Volume 

a File.Drawerfs) 

• • Mcrofilm Reelfsj 

n Cnmniiffir Tanpfsl 
Number 

• Other fsneelfvt 

7. Record Serif 

• Letter Size 

D Legal Size 

oAudjo rape 

D Bound Bool 

• Other (spec 

s Format(s) List all 

• Microfilm 

• Computer Tape 

DFlDppy.Disk 

• Video Tape. 

fy) 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other fsoecifvl e 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

Microfilm Reel(s) 

n Computer Tapers 
Number 

• Other (specify) 
11. File is i 

o Daily 

ised 

• Weekly, • Monthly • Annua 

12. File.Becomes Inactive After 

^ • Monthfsl • Yearfsl 
Nurrber 

13. Current Li 

E c o n o m i c 

cation(s) (Bldg,, Floor, Room) 

D e v e l o p m e n t Of f ice 

14. Is Record Series Duplicated Elsewhere? (if yes, specify agency or office;) 

• Yes 1 No 

15. Access 

0 Ye: 

Restrictions-(If Yes,.cite Lavv(s) & Regulation(s) 

• NO 

16. Audit Requirements 

• None a State • Federal • Independent 

17. Isanli 

Q Ye 

d ex. System used? If yes,explaiin briefly arid describe rec 

s • No 

uirements .18. Recommended Retention 

Retain for seven (7) years then destroy 

19. Name and Title of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20.' Telephone.Number 

410-996-5205 

21. Date 

9/10/2010 

DGS 55G-4' (Rev. 1/93) 



Instruction** - T v n A rir P r i n t a Rnnnrata f n r m fnr D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

each new 

with Reco 

or revised record series. Forward 

ds Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE ^ OF 1 

1. Department/Agency ' 

Economic Development I 
• 2. Division 3. Unit 

DEFINITION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

I 

Internal Revenue Bond Financing Files 
5. Earliest Year/Latest Year 

1983 t o 2000 

B. Record Seri 

Applicatic 
s Description (Briefly describe the.types of Information/d 

ns, reports, etc. 
cuments/forms found in the series. Include the purpose or function of the series.)-

7.'Record Seri 

• Letter Size 

• Legal Size 

• Audio tape 

• Bound Boo 

• Other(spei 

is Formats) List all' 

• Microfilm 

D Computer Tape -

• Floppy Disk 

0 Video Tape. 

fy) 

8. Record Series Sequence. 

o Alphabetical 

• Numerical 

• Chronological 

• Geographical 

m Other (SDecifV) 

Keyword Lookup 

9. Volume 

• File.Drawees) 

• Microfilm Reel(s) 

• Comouter TaDefs) 
Number 

• Other fsoecifv) 

7.'Record Seri 

• Letter Size 

• Legal Size 

• Audio tape 

• Bound Boo 

• Other(spei 

is Formats) List all' 

• Microfilm 

D Computer Tape -

• Floppy Disk 

0 Video Tape. 

fy) 

8. Record Series Sequence. 

o Alphabetical 

• Numerical 

• Chronological 

• Geographical 

m Other (SDecifV) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

0 Computer Taue(s') 
Number 

D Other (specify) 

11. Fuels 

o Dally 

N 

Jsed 

• Weekly. • rvtonthly o Annus 

;ver 

ily 

12. File Becomes Inactive After 

^ a Month(s) • Yearfs) 

Number 

13. Current L 

Economic 
cation(s) (Bldg., Floor, Room) 

Development Office 
14. Is Record Series DupllcatedElsewhere? (Ifyes, specify agency or office.) 

• Yes • No 

15. Acces 

• Ye 

Restrictions (If Yes,, cite Law(!,) & Regulation^) 

• No 

16. Audit Requirements 

a None a State • Federal • Independent 

Unknown 

17. Is an It 

• Y 

de* System used? If yes, explain briefly and describe re 

•s • No 

Lilrements .18. Recommended Retention 

Retain for seven (7) years then destroy 

19. Name ant Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/83) 



Zl 

Instruction^ - T v n « nr P r i n t n RAnaratA f n r m fnr D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

each new |( 

with Recor 

)r revised record series. Forward ! 

ds Retention Schedule ( D G S 550-1) j 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE ^ OF 1 

1. Department/Agency 1 

E c o n o m i c D e v e l o p m e n t 

•2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of relet sd records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title | 

M D H o r s e P a r k P r o p o s a l 

5. Earliest Year/Latest Year 

2 0 0 5 t 0 2 0 0 5 

6. Record Serie 

In format io 

s Description (Briefly describe the.types of information/do 

n per ta in ing to C e c i l C o u n t y ' s p r o p 

currents/forms found in the series. Include the purpose or function of the series.) 

osal to t h e S t a t e to loca te the M D H o r s e P a r k he re . 

7. Record Serie 

• Letter Size. 

• Legal Size 

• Audio Tape 

• Bound Book 

• Other (sped 

3 Formats) List all 

'•Microfilm 

• Computer Tape 

D Floppy Disk 

• Video Tape 

V) 

0. Record Series Sequence. 

o Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other rsnerlfvi 

Keyword Lookup 

9.' Volume 

• File Drawerfs) 

• Microfilm Reel(s) 

n Onmniirer Tanpfsl 
Number 

• Other fsoecifvl 

7. Record Serie 

• Letter Size. 

• Legal Size 

• Audio Tape 

• Bound Book 

• Other (sped 

3 Formats) List all 

'•Microfilm 

• Computer Tape 

D Floppy Disk 

• Video Tape 

V) 

0. Record Series Sequence. 

o Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other rsnerlfvi 

Keyword Lookup 

10. Annual Accumulation 

• File Drawerfs) 

•'. Microfilm Reel(s) 

n Computer Tapefst 
Number 

• 'Other (specify) 

11. File is L 

• Dally 

N 

sed 

• Weekly • Monthly • Annua 

ever 

y 

12, File Becomes Inactive After 

10 
n MnnthCsl • Yearfs* 

Number 

13. Current Lo 

E c o n o m i c 

ation(s) (Bldg., Floor, Room) 

D e v e l o p m e n t Of f ice 

14. Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.) 

• Yes i No 

15. Access 

D Yes 

Restrictions (IfYes, cite Law(s) & Regulation^) 

• No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an (nr. 

• Ye 

ex System used? If yes, explain briefly and describe req 

• No 

Ilrenients 18. Recommended Retention 

Retain hard copy until scanned and image verified then 
destroy hard copy. Retain imaged copy for ten (10) 
years from the end of the fiscal year the file was closed 
then destroy. 

19. Name and itle of Preparer 

S c o t t M e s n e a k 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20.' Telephone Number. 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



2 2-

Instruction*' —TvnA nr Print a «5on»r»tA fnrm fnr D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1830 

A G E N C Y RECORDS I N V E N T O R Y 

each newjc 

with Recor 

3r revised record series. Forward ! 

ds Retention Schedule ( D G S 550-1) '; 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1830 

1 1 
PAGE 1 OF 1 

1. DepartmentfAgency < 

E c o n o m i c D e v e l o p m e n t 

2. Division 3. Unit 

DEFINIT ION - R E C O R D SERIES: A group ofrelated records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

' I 
P r o s p e c t C o r r e s p o n d e n c e 

5. Earliest Year/Latest Year 

1 9 9 6 t 0 2 0 1 0 

6. Record Serie 

In format ic 

s Description (Briefly describe the.types of Informatlo'n/dd 

n o n c o m p a n i e s tha t s h o w or s h o w 

i 

uments/for'ms found In the series. Include the purpose or function of the series.) 

ed a n interest in locat ing in Cec i l C o u n t y 

7. Record Serie! 

• Letter Size 

• Legal Size 

• Audio Tape 

• Bound Book 

• Other (sped 

sFdrmat(s) List all i 

• Microfilm 

0 Computer Tape 

• Floppy Disk i 

• Video Tape 

V) 

9. Record Series Sequence 

Q Alphabetical 

D Numencal 

• Chronological 

a Geographical 

• Other (snecifv) 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• Mcrofilm Reel(s) 

• Comntiter Taoefsl 
Number 

n Other tsneclfvl 

7. Record Serie! 

• Letter Size 

• Legal Size 

• Audio Tape 

• Bound Book 

• Other (sped 

sFdrmat(s) List all i 

• Microfilm 

0 Computer Tape 

• Floppy Disk i 

• Video Tape 

V) 

9. Record Series Sequence 

Q Alphabetical 

D Numencal 

• Chronological 

a Geographical 

• Other (snecifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

O. Microfilm Reel(s) 

n Computer TaneC^ 
Number 

• Other (specify) 

11. File is L 

• Dally 

sed 

^Weekly • Monthly • Annual y 

12. File Becomes Inactive After 

^ • Monthfsl • Yearfsl 

Number 

13. Current Lo 

E c o n o m i c 

•atidn(s) (Bldg,, Floor, Room) 

D e v e l o p m e n t Of f ice 

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Access 

• Yes 

Restrictions (IfYes, cite Lawfs) & Regulations) 

• No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an In 

• Ye 

ex System used? If yes, explain briefly arid describe reqi 

• No 

Irements .18. Recommended Retention 

S c r e e n annual ly & destroy material that is no longer needed for current 
business with the following exception: Transfer to the Mary land Sta te 
Archive for p e r m a n e n t retention any material that serves to d o c u m e n t 
the origin, deve lopment , & accompl ishments of the office and has 
continuing administrative, fiscal, legal, or historical value. 

19. Name and I 
itle of Preparer 

S c o t t M e s n e a k 
IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/93) 



Instructions -Type or Print a separate form for 

each new or revised record series. Forward 

with Records Retention Schedule ( D G S 550-1) 

2 3 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 1 OF 1_ 

1. Department/Agency 

Economic Development 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
1. Record Series Title 

Revolving Loan Fund Individual Files 
5. Earliest Year/Latest Year 

2001 ( 2010 

6. Record Series Description (Briefly describe the'.types of (nforniatldn/documents/forms found in the series, include the purpose or function of the series.) 

Financial documents and paperwork for each company that has received a Revolving Loan Fund 

7, Record Series Format(s) List all 

• Letter Slze| 

• Legal Size 

• Audio Tapf 

• Mcrofilm 

• Computer Tape 

• Floppy Disk 

• Bound Book • Video Tape 

I 
• Other (specify) 

0. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

, • Geographical 

• Other (specify) , 

Keyword Lookup 

• File Drawerfs) 

• Microfilm Reelfs) 

• Computer Tapefs) 

• Othe r f specif y) 

10: Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

• Computer Tapefs) 

• Other (specify) 

i t . File is Used 

• Dally • Weekly, 
|) Monthly • Annually 

12. File Becomes Inactive After 

5 o Monthfs) Yearfs) 
Number 

13. Current Locatlon(s) (Bldg., Floor, Room) 

Economic Development Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Access Restrictions (IfYes, cite Law(s) & Regulations) Audit. Requirements 

I Independent 

17. Is an Index.System used?.If yes,.explain briefly arid describe reqii 18. Recommended Retention 

Retain hard copy until scanned and image verified 
then destroy hard copy. Retain imaged copy for 
five (5) years after the loan is paid off then destroy. 

[Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. Telephone Number 

410-996-5205 9/10/2010 

DGS 550-4 (Rev. 



Instructk na - T v n e or Print a s a n n r a t i n f o r m for ! D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1830 

A G E N C Y R E C O R D S INVENTORY 

each new 

with R e c i 

or revised record series. Forward 

jrds Retention Schedule ( D G S 550-1) I 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1830 

PAGE. 1 OF 1 

1. Department/Agency ! 

Economjc Development 
•2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4, Record Series Title ! 

Revolving Loan Fund Minutes 
5. Eariiest Year/Latest Tear 

2 0 0 1 „ 2 0 1 0 

6. Record Se 

Record < 
es Description (Briefly describe the types of information/documents/forhns found in the series Include the purpose or function of the series.) 

f m e e t i n g s 

7. Record'Se 

• Letter Size 

• Legal Size 

• Audio Tap 

• Bound Bot 

• Other (spe 

es Format(s) List all ! 

• Microfilm ; 

,• Computer Tape , 

: 0 Floppy Disk 1 

k' o video Tape j 

d M Electronic Content Management 1 

I 

9. Record Series Sequence. 

o Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (soecifvi 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

O Microfilm Reel(s) 

• Cnmniitar TarWsl 

Number 

• Other (soecifvi 

7. Record'Se 

• Letter Size 

• Legal Size 

• Audio Tap 

• Bound Bot 

• Other (spe 

es Format(s) List all ! 

• Microfilm ; 

,• Computer Tape , 

: 0 Floppy Disk 1 

k' o video Tape j 

d M Electronic Content Management 1 

I 

9. Record Series Sequence. 

o Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (soecifvi 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

Microfilm Reel(s) 

• ComputRr TaptffVl 
Number 

o Cther (specify) 

11. File is'used i 
I • 

a Dally J • Weekly • Monthly • Annually 

Bi-annually 

12. File Becomes Inactive After 

10 
n Monrhfsl • Yfiarfsi 

Number 

13. Current L 

E c o n o m i 

ocation(s) (Bldg.. Floor, Room) 

; D e v e l o p m e n t Of f ice 

14. Is Record Series DupllcatedElsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Acces 

• Yi 

s Restrictions (IfYes. cite Lawls) & RegulatiDn(s) 

s • NO ; 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Is an 

• V 

ndex. System used?.If yes,.explain briefly and describe requirements 

es • Nu i 

1 

18. Recommended Retention 

Permanent. Retain hard copy for ten (10) years, then 
transfer to archives for permanent retention. Retain 
image copy permanently and transfer to archives after 
ten (10) years. 

19. Namean 
1 

I Title of Preparer | 

S c o t t M e s n e a k \ 

IT & R e c o r d s R e t e n t i o n D i r e c t o r • 

I 

20. Telephone Number, 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS S50-4 (Rev 1/83) 1 



Z i f 

Instructions - T y p e or Print a separate form for 

e a c h new or revised record series. Forward ! 

with Records Retention Schedule ( D G S 5 5 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

A G E N C Y R E C O R D S I N V E N T O R Y 

PAGE 1 OF 1_ 

1. Department/Agency 

Economic Development 
3." Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group of re lated records normally filed and used as a unit for reference as w e l l as retention and disposition purposes. 

4. Record Series Title 
I 

Route 40 Beautification 
5. Earliest Year/Latest Year 

2004 a 2004 

6. Record Series Description (Briefly describe the types'of infomriation/documents/forms found in the series. Include the purpose or function.of the series.)-

A proposed plan that a group of citizens determined was good for Cecil County 

7. Record Series Format(s) List all 

• Letter Size 

o Legal Size 

• Audio Tape 

• Bound Book 
( 

• Other (spedfy)_ 

• Microfilm 

•0 Computer Tape 

• Floppy Disk 

• Video Tape 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (specify) 

Keyword Lookup 

8. Volume 

• File Drawees) 

• Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

10. Annual Accumulation 

• File Drawees) 

D Microfilm Reel(s) 

• Computer Tape(s) 

• Other (specify) 

• Daily • Weekly 
• Monthly • Annually 

Rarely, if ever 

12. File Becomes Inactive After 

n/a • Month(s) • Year(s). 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

Economic Development Office 
14. Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.) 

• Yes 1 No 

15. Access Restrictions (IfYes, cite Law(s) &RegulatJon(s) 

• Yes B N o 

IB, Audit Requirements 

• None • State • Independent 

•17. Is an Index System used?,If yes, explain briefly and describe requirements 

• Yes B:No ! 

.18. Recommended Retention 

Scan original and verify image. Retain hard and 
imaged copies permanently and transfer hard and 
image copies to Archives every ten (10) years. 

19. Name and Title of Preparer 

Scott Mesneak 
IT & Records Retention Director 

20. TelephoneNumber 

410-996-5205 9/10/2010 

DGS.550-4 (Rev. 1/83) 



z 

j : 
Instructions -Tvrje or P r i n t a s f t n a r a t e f n r m fnr • D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

each nev 

with Rec 

t or revised record series. Forward 

srds Retention Schedule ( D G S 550-1) • 

D E P A R T M E N T OF G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

Economic Development 
2, Division 3. Unit 

DEFINIT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

Slots Correspondence and Legislation 
S. Earliest Year/Latest Year 

2 0 0 8 l 0 2 0 1 0 

6. Record Se ies Description (Briefly describe the.types of Inforniation/dacuments/forms found in the series Include the purpose or function of the series.) 

7. Record Se 

• Letter Sla 

• Legal Sia 

• Audio Tap 

1es Formatfs) List all 

• Mcrofilm ; 

0 Computer Tape • 

5 0 Floppy Disk ! 

8. Record Series Sequence. 

• Alphabetical 

D Numerical 

• Chronological 

• Geographical 

• Other fsoecifv} 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

O Microfilm Reel(s) 

n Cnmnnrftr Tane(s) 
Number 

A Other (sneciM 

• Bound Boot* o video Tape 

• Other isnerifvl 

i \ 
1 ; 
l 

1 ; 
t 

8. Record Series Sequence. 

• Alphabetical 

D Numerical 

• Chronological 

• Geographical 

• Other fsoecifv} 

Keyword Lookup 

10. Annual Accumulation 

• File Drawer(s) 

• Microfilm Reel(s) 

a Comuuter Taoe(s) 
Number 

o Other (specify) 

1 1 . File Is 

• Daily 

Used 

• Weekly. | | Monthly • Annually 

12, File Becomes Inactive After 

n MnnthCsl Y parts) 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

Economic Development Office 

! 

14. Is Record Series Duplicated Elsewhere? (Ifyes, specify agency or office.) 

o Yes i No 

15. Access Restrictions (IfYes, cite Law(s) & Regulations) 

| ; 
• Yes • No 

i 
1 ; 

18. Audit Requirements 

• None • State • Federal n Independent 

17. Is an ndex.System used? If yes,.explain briefly and describe requirements 

es • No 

.IB. Recommended Retention 

Retain for five (5) years then destroy 

19. Name an I Title of Preparer , 

Scott Mesneak 
IT & Records Retention Director 

20.' Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev! 1/S3) 



I 
2 7 

Instructions —Tvoe or Print a senarafa form fnr 

) 

DEPARTMENT O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

41O-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

e a c h new 

with Reco 

or revised record series. Forward 

rds Retention Schedule ( D G S 5 5 0 - ' ) 

DEPARTMENT O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

41O-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

Ecpnorpjc Development 
2. Division 3. Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group of re lated records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Seri 

I 

Special 1 

es Title 

axing District > 
5. Earliest Year/Latest Year 

2008 a 2008 

6. Record Ser 

Cecil Coi 
es Description (Briefly describe the types of information/documents/forms found In the series Include the purpose or function of the series.) 

jnty creating a taxing district to fund infrastructure in that district. 

i 

7. Record Ser 

• Letter Size 

• Legal Size 

• Audio Tapt 

0 Bound Boo 

• Other (spe 

es Formats) List all i 

• Mcrofilm ! 

• Computer Tape i 

• Floppy Disk ] 

k • Video Tape ' 

Jfv) ! 

i 

8. Record Series Sequence 

• Alphabetical 

. • Numerical 

0 Chronological 

D Geographical 

• Other fsnecifv) 

Keyword Lookup 

9. Volume 

• File Drawer(s) 

• Microfilm Reel(s) 

n OnmnntRr Tapp.fsl 
Number 

0 Other fsoeciM 

7. Record Ser 

• Letter Size 

• Legal Size 

• Audio Tapt 

0 Bound Boo 

• Other (spe 

es Formats) List all i 

• Mcrofilm ! 

• Computer Tape i 

• Floppy Disk ] 

k • Video Tape ' 

Jfv) ! 

i 

8. Record Series Sequence 

• Alphabetical 

. • Numerical 

0 Chronological 

D Geographical 

• Other fsnecifv) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

D Microfilm Reel(s) 

• Comnuter Tanefsl 
Number 

o Other (specify) 

11. File Is 

• Dally 

Jsed : 

• Weekly • Monthly a Annually 

12. File Becomes Inactive After 

n ^ 8 Li Mnnthfsl n YearCs"* 

Number 

13. Current L 

Economic 
icatlon(s) (Bldg., Floor, Room) < 

Development Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes i No 

15. Acces 

Q Ye 

Restrictions Of Yes, cite Law(s) & Regulations) 

• No 

; 

16. Au dit Req ulre ments 

• .None • State o . Federal • Independent 

17. Is an I 

• Y 

idex System used? If yes, explain briefly and describe'requirements 

i 
5S • . N o 

1 

18. Recommended Retention 

Scan original and verify image. Retain hard and 
imaged copies permanently and transfer hard and 
image copies to Archives every ten (10) years. 

19. Nameand Title of Preparer ! 

Scott Mesneak ! 
IT & Records Retention Director 

20. TelephoneNumber 

410-996-5205 

21. Date 

9/10/2010 

DGS 550-4 (Rev. 1/93) 



2 8 

INSTRUCTIONS - Type or print a 
separate ̂ form for each new/revised 
electronic record series. Forward with \ 
Records Retention Schedule (DGS 550-1) ; 
COMAR 14 .18 .04 ! 

! 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410) 799,1930 

ELECTRONIC RECORDS INVENTORY 

Page 1 of T 

1 DEPLRTMENT/AGENCY ; 
Cecil County Government 

2 DIVISION 

Economic Development 
3 UNIT 

I j 

DEFINITION - Record.Series - A group|of related records stored electronically and used as a unit for reference as well as retention 
I and disposition purposes 

4 ELECT 

Studies 
"RONIC RECORD SERIES TITLE 

and/pr Plans 
5 EARLIEST YEAR/LATEST YEAR 

1992 j o 2010 

6 INPUT 

Paper 

- Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by system 

Electronic Document - IBM Content Manager 

8 ELEC1 

Studies 

"RONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms 
contained in a series. Include purpose and function of the system. 

that are conducted by the County or by outside consultant. 

i 

9 POLICY ON ACCESS A N D USE - Explain or attach copy if established in writing. 
I 1 

Administration, Department Heads, will have (delete) (print) and (hold) access. Managers and employees 
with the "need to know" will have (read), (print) and (hold) access. 

10 UPD/ 

Update 
replace 

T I N G CYCLES OR CONDITIONS A N D RULES FOR REVISING INFORMATION IN T H E SYSTEM 

3 are not allowed on the original document; if updates are needed, the document needs to be 
1 ; 

11 SPEC 
ensur 

Cecil G 
Record 

:iFY T H E LOCATION A N D MEDIA O F T H E MAIN ELECTRONIC DATA FILE. Explain the progression established to 
s the record's retention and usability throughout the record's authorized life cycle. 

D u n t y Government Administration Building 
is available until the disposal date, and then record is purged. 

12 RECOMMENDED RETENTION \ 

Retain harjd copy until scanned and image verified. Retain imaged copy permanently and transfer hard and image.copy annually to Archives. 

13 TYPE 
PRE 

ED OR PRINTED NAME OF 
^ARER j 

Scott Mesneak 

14 TELEPHONE NUMBER 

410-996-5205 

15 DATE 

9/10/2010 
16 TITL 5 OF PREPARER 

IT & Records Retention Director 

DGS 550 -6 



Instruction^ - T v t i a hr P r i n t a Rp.naratA fnrm fnr D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

each new c 

with Recorc 

r revised record series. Forward 

is Retention Schedule ( D G S 550-1) 

D E P A R T M E N T OF GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road. P.O. Box 275 

Jessup, Maryland 20794 

410-799-1930 

PAGE ^ OF 1 

1. Department/Agency 

E c o n o m i c D e v e l o p m e n t 

•2. Division 3. Unit 

DEF IN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes 
4. Record Series Title ! 

T r a n s p o r t a t i o n F i le 

5. Earliest Year/Latest Year 

2 0 0 8 t 0 2 0 1 0 

6. P,ecord Serie: 

C o r r e s p o r 

Description (Briefly describe the. types of Inforrnatton/documentsTforms found in the series- include the purpose or function of the series.)-

d e n c e c o n c e r n i n g a n y a n d al l f o r m s of t ranspor ta t ion (h ighway , rail, etc. ) 

7. Record Serie: 

• Letter Size 

• Legal Size 

0 Audio Tape 

• Bound Book 

• Other (specif 

Fdrmat(s) List all 

• Mcrofilm ! 

• Computer Tape 

CI Floppy Disk ; 

• Video Tape [ 

1) ' 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

. • Geographical 

• Other t'soer.ifvi 

Keyword Lookup. 

9. Volume 

• File.Drawerfs) 

• Microfilm Reel(s) 

• Computer TanpC^ 
Number 

• Other fsoecifvl 

7. Record Serie: 

• Letter Size 

• Legal Size 

0 Audio Tape 

• Bound Book 

• Other (specif 

Fdrmat(s) List all 

• Mcrofilm ! 

• Computer Tape 

CI Floppy Disk ; 

• Video Tape [ 

1) ' 

8. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

. • Geographical 

• Other t'soer.ifvi 

Keyword Lookup. 

10. Annual Accumulation 

• File Drawees) 

• Microfilm Reel(s) 

n Comouter TanefsV 
Number 

• Other (specify) 
11. File is U 

• Dally 

;ed I 

0 Weekly • Monthly • Annually 

Bi-annually 

12. File-Becomes Inactive After 

n Mnnrhfsl n Ynarfsl 

Number 

13. Current Loc 

E c o n o m i c 

ation(s) (Bldg.. Floor, Room) ! 

D e v e l o p m e n t Of f ice 

'14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• Yes § No 

15. Access 

• Yes 

testrlctions (IfYes, cite Law(s) S Regulatlon(s) ! 

• No 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Isanlnc 

• Yes 

System used? If yes, explain briefly and describe requirements 

• Np 

.18. Recommended Retention 

Retain for three (3) years then destroy 

19. Name and T He of Preparer 

S c o t t M e s n e a k • 

IT & R e c o r d s R e t e n t i o n D i rec tor 

20. Telephone Number 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev, 1/83) 



3o 

i 

Instructions - T v r j e or P r i n t a a e n n r a t a fi-irm fnr D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-793-1930 

A G E N C Y R E C O R D S INVENTORY 

each new c 

with Re cor 

>r revised record series. Forward ; 

is Retention Schedule ( D G S 550-1) ! 

D E P A R T M E N T O F GENERAL S E R V I C E S 

R E C O R D S M A N A G E M E N T DIVISION 

7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 

410-793-1930 

PAGE 1 OF 1 

1. Department/Agency 

Economic Development 

1 

•2. Division 3. Unit 

DEFIN IT ION - R E C O R D SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 
A. Record Series Title ; 

Upper Shore Regional Council 
5. Earliest Year/Latest Year 

2 0 0 3 t 0 2 0 0 8 

6. Record Serie' 

Correspor 
Description (Briefly describe the.types of informatio'n/doajments/forrns found in the series- Include the purpose or function of the series.) 

dence pertaining to the "start up" of the Council 

7. Re core Ssrie 

• Letter Size 

• Legal Size 

• Audio Tape 

• Bound Book 

• Other (specif 

Format(s) List all \ 

• Mcrofilm ! 

I 

• Computer Tape j 

• Floppy Disk ; 

H. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (snecifv) 

Keyword Lookup; 

9: Volume 

O File.Drawerfs) 

• Microfilm Reel(s) 

n Cnmcutpr Tanefs1* 
Number 

• Other (soecifyt 

7. Re core Ssrie 

• Letter Size 

• Legal Size 

• Audio Tape 

• Bound Book 

• Other (specif 

• video Tape. 

y) 

H. Record Series Sequence. 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (snecifv) 

Keyword Lookup; 

10. Annual Accumulation 

• File Drawer(s) 

• ' Microfilm Reel(s) 

• Commiter TanefsY 
Number 

0 Other (specify) 

11. File Is U 

• Dally 

N 

;ed 

• Weekly. • Monthly • Annually 

sver ! 

12. File Becomes Inactive After 

3 

^ • Monthfsl * Yearfsl 
Number 

13. Current Loc 

Economic 
ation(s) (Bldg.. Floor, Room) \ 

Development Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

D : Yes i No 

15. Access 

• Yes 

testrtctlons (If Yes, cite Law(s) & Regularjon(s) \ 

• -NO 

16. Audit Requirements 

• None • State • Federal • Independent 

17. Isanlm 

n .Yes 

ex.System used? If yes,.explain briefly and describe requirements 

• No 

10. Recommended Retention 

Retain for three (3) years then destroy 

19. Name and 1 
I ! 
itle of Preparer 

Scott Mesneak \ 
IT & Records Retention Director 

20.' Telephone Number. 

4 1 0 - 9 9 6 - 5 2 0 5 

21. Date 

9 / 1 0 / 2 0 1 0 

DGS 550-4 (Rev. 1/83) 



3) 

Instructions - T v o e or Print a s e p a r a t e form for 

) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

A G E N C Y R E C O R D S I N V E N T O R Y 

e a c h new! 

with Recc 

or revised record series. Forward ! 

rds Retent ion Schedule ( D G S 5 5 0 - 1 ) 

D E P A R T M E N T O F G E N E R A L S E R V I C E S 

R E C O R D S M A N A G E M E N T D I V I S I O N 

7 2 7 5 Water loo R o a d , P.O. Box 2 7 5 

Jessup, Mary land 2 0 7 9 4 

410-799-1930 

PAGE 1 OF 1 

1. Department/Agency 

Ecpnom'jc Development 
2. Division 3. Unit 

D E F I N I T I O N - R E C O R D S E R I E S : A group of r e lated records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 

1 

Vehicle Ijile 
5. Earliest Year/Latest Year 

2001 t 0 2010 

6. Record Ser 

Maintens 
es Description (Briefly describe the typesof Informati: 

nee records of vehicles 
n/documents/forms found in the series. Include the purpose or function of the series.). 

7. RecorO Ser 

• Letter Size 

a Legal Size 

• Audio Tapf 

• Bound Boo 

a Other (spe 

es Formates) List all 

• Microfilm 

• Computer Tape 

• Floppy Disk 

k • Video Tape 

dfy) 

8. Record Series Sequence 

• Alphabetical 

. • Numerical 

• Chronological 

• Geographical 

• Other (specify) 

Keyword Lookup 

8. Volume 

D File Drawees) 

o Microfilm Reel(s) 

n Cnmnutpr Tanp.fsl 
Number 

d Other fsneciM 

7. RecorO Ser 

• Letter Size 

a Legal Size 

• Audio Tapf 

• Bound Boo 

a Other (spe 

es Formates) List all 

• Microfilm 

• Computer Tape 

• Floppy Disk 

k • Video Tape 

dfy) 

8. Record Series Sequence 

• Alphabetical 

. • Numerical 

• Chronological 

• Geographical 

• Other (specify) 

Keyword Lookup 

10. Annual Accumulation 

• File Drawees) 

• Microfilm Reel(s) 

n Onmnutpr Tanpfsl 
Number 

b Other (specify) 

1 1 . File is 

• Dally 

Jsed 

• Weekly n Monthly • A nually 

12. File Becomes inactive After 

2 
n Mnnthrsl ft Yparfst 

Number 

13. Current L 

Economic 
catlon(s) (Bldg., Floor, Room) 

Development Office 
14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.) 

• • Yes 1 No 

15. Acces 

o Ye 

; Restrictions Of Yes, cite Law(s) & Regulation(s) 

• No 

16. Audit Requirements 

• None • State • Federal . • Independent 

17. tsan l 

• Y 

idex System used? If yes, explain briefly and describe 

!S • . N o 

requirements .18. Ftecommended Retention 

Retain hard copy until scanned and image verified 
then destroy hard copy. Retain imaged copy for two 
(2) years after vehicle is disposed of and then destroy. 

19. Name:and Title of Preparer 

Scott Mesneak 
I T & Records Retention Directc r 

20. Telephone Number 

410-996-5205 

21. 'Date-

9/10/2010 

DGS 55 0-4 (Rev. 1/83) 



INSTRUCTIONS - Type or print a 
separate form for each new/revised ; 
electronic record series. Forward with ; 

Records Retention Schedule (DGS 550-1) 
COMAR 14.18.04 1 

1 : 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 
7275 Waterloo Road, P.O. Box 275 

Jessup, Maryland 20794 
(410) 799-1930 

ELECTRONIC RECORDS INVENTORY 

Page 1 of 1 

1 DEPARTMENT/AGENCY 

Cecil County Government 
2 DIVISION 
Economic Development 

3 UNIT 

! i 
DEFINITION - Record Series - A group|of related records stored electronically and used as a unit for reference as well as retention 

I and disposition purposes 

4 ELECTRONIC RECORD SERIES TITLE 

Studies and/or Plans 1 

i ! 

5 EARLIEST YEAR/LATEST YEAR 

1992 jo 2010 

6 INPUT 

Paper 

- Identify source of information to be entered 

i 

7 OUTPUT - Identify the use/s of information generated by system 

Electronic Document - IBM Content Manager 

8 ELEC1 

Studies 

RONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms 
• contained in a series. Include purpose and function of the system. 

that are conducted by the County or by outside consultant. 

9 POLIC 

Adminis 
with the 

Y ON ACCESS AND USE - Explain or attach copy if established in writing. 

>tration, Department Headis, will have (delete) (print) and (hold) access. Managers and employees 
"need to know" will have (read), (print) and (hold) access. 

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM 

Updates are not allowed on the original document; if updates are needed, the document needs to be 
replaced. 

11 SPEC 
ensur 

Cecil C 
Record 

I FY THE LOCATION A N D MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to 
= the record's retention and usability throughout the record's authorized life cycle. 

)unty Government Administration Building 
is available until the disposal date, and then record is purged. 

12 RECOMMENDED RETENTION j 
Scan original and verify image. Retain hard and imaged copies permanently and transfer hard and image copies to Archives every ten (10.) years. 

13 TYPED OR PRINTED NAME OF ' 
PREPARER ; 

Scott Mesneak 

14 TELEPHONENUMBER 

410-996-5205 

15 DATE 

9/10/2010 
16 TITLI = OF PREPARER i 

l 
IT & Records Retention Director 

D G S 550 •6 I 


